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PREFACE

1. This catalog sets forth the objectives and content of courses
given by, or arranged through, the Office of Training. In addition, it
provides information on certain Non-OTR training conducted by other Agency
components. It has been prepared to assist all Agency officials in plan-
ning the development of personnel through training. Arrangements for

25X1A training should be made through the Training Officer in each case.

4. Bach course listing provides the following information: course
title, brief statement of course objectives, prerequisites in terms of
security clearance and prior training or equivalent experience, limitations
on enrollment, duration, location and, with the exception of some clerical
courses, a description of the course content and the method of instruction
employed.

25X1A

6. Under certain clrcumstances, the Office of Training is prepared
to conduct special courses and training programs for personnel of other
TAC agencies. For some OTR courses, quotas are established for represent-
atives of the intelligence community.

7. For the convenience of the user, this catalog includes an Adminis-
trative Foreword, providing detailed information relative to planning
training programs and initiating requests for training; a Table of Con-
tents; and a set of Long-Term Schedules, providing course date and duration
information.

MATTHEW BAIRD
Director of Training

SECRET/CTIA OFFICTALS QNLY
Approved For Release 1999/08/25 : CIA-RDP78-03362A000200060003-8
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TITLE Basic Supervision
GBJECTIVE Effective management at the level of the first-line
supervisor

FREREQUISITES "Top Secret clearance
(5-5 through GS-14

Present or anticipated supervisory assignment

ENROLLMENT 8 to 18

DURATION Two weeks: U4 hours each morning (40 hours), plus from
10-15 hours!' unclasgified reading outside scheduled class
time

LOCATION Headquarters

The course is for persons from all mejor components at all levels
through GS-14 who are directly responsible for personnel at the first
working level. The objective is to orient the first-line supervisor to
the responsibilities and authority which are characteristic of first-line
supervision throughout the Agency. Presentations at the GS-12 to GS-1k
level are titled "Supervision for Intelligence Officers” and are specifi-
cally geared to two types of individusls: (1) those whose main responsi-
bility is substantive research but' who also have some management respon-
8lbility as project leaders, and (2) those who guide or advise other
Intelligence Officers or technical personnel in a staff or liaison ca-
pacity.

The course assumes that most students are carrying their own produc-
tion workload, and that supervisory responsibilities are in addition to,
and not in place of, their substantive, technical or production agsign-
ments. Particular emphasis is given problems of person-to-person rela-
tionships as the supervisor meets them in his responsibilities for training,
communicating, planning and disciplining. Selected aspects of organization,
leadership and control are also dealt with,

Each successive course is offered to g specified group, for exanmple,
G5-9 - @GS-11, so that supervisors of a given general level of responsi-
bility work together and so that specific course content can be ad Justed
to the needs and capacity of the participants. A limited number of non-
supervisors being prepared for supervisory positions can be, accepted, but
the specific reasons for their attendance at the course should be made
clear to them and to the instructor by the supervisor concerned.

The course content includes: reading, lectures, and group discussions
of problem cases. Through these means students are guided in applying
basic principles of sound management to the situations in which they are
working. :
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TITLE Basic Management
OBJECTIVE Effective management at the Branch Chief supervisory
level

PREREQUISITES Top Secret clearance
GS5-11 through GS-15
ENROLLMENT 8 to 20

 DURATION Two weeks - 4 hours each morning (40 hours), plus 10
' to 20 hours of unclassified gutside reading

LOCATION Beadquarters

The course is aimed primarily at the livel of the Branch Chief, but
is open to personnel above and below that level. Fach successive course
ig offered tc a specified group, for examplé, GS8-12 through GS-1k4, so
that supervicors of a given general level of responsibility work together.
gtudents in the course are assumed to have &t least one lower echelon of -
supervisors inder thelr direction; for exam@le, section heads. It is
presumed that. substantially full time on thb job is spent in management
activities (planning, directing, coordinating and controlling), rather
than in direct substantive work. The coursb covers elements of manage-
ment which are common to middle levels 1n Db/I, DD/S, and DD/P.

|

j
i
i
|

!

The course contains the following major elements: (1). & highly
generalized job analysis of middle managem ht responsibilities in the
Agency; (2) a limited amount of general do&trine current in ths field of
menagement; . 3) discussion of specific mandgement techniques in use in
Agency compoaents; and (4) grour analysis of problem situations and of
case historizs.

At every point the course emphasizes the student's responsibility
for translating his own background of experience and the information
exchanged in the course into the terms and problems of his current job
assigmment. He is encouraged to define his problems as specifically as
possible, tc select a 1ine of attack, and to undertake his owr. solutions.
The 40 hours of the course span two weeks in half-day sessions, SO that
participants may maintain daily contact with their offices and apply
1deas of the classroom to the job situation.,

=
N
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=
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B-10
TITLE Clerical QOrientation
OBJECTIVES Accuaintance with the Agency mission, functions, and

prccedures within the national intelligence framework

Preparation for Agency clerical service

PREREQUISITE Secret clearance

ENROLLMENT 5 to 32
DURATTION Three days (24 hours)
LOCATION Headquarters

This course 1s designed to orien=: all new clerical personnel to the

Agency and its relative position within the nati
munity.
Agency office procedures and practices such as t

respondence, and security.

pnal intelligence com-

elephoning, filing, cor-

B-11
TITLE Clerical Reorientation
OBJECTIVES Recrientation to Agency mission, functions, and proce-

dures wlthin the national intelligence framework

Review of current clerical problems

PREREQUISITES Secret clearance

One year of Agency clerical exper
ENROLLMENT 15 to 20
DURATION One day (7 hours)
LOCATION Headquarters

This course 1s designed for experienced cleil
in the supervisor's opinion, benefit from an up-1
off the three-day Clerical Orientation Course. I
mation on Agency orgenization and the intelligen
for discussion of common clerlcal problems, analj]
silbilitles, and refinement of clerical and relat
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TITLE English Usage
OBJECTIVES Review of basic grammar principles which include parts of
gpeech, thelr effective use In sentences, and sentence
gtructure
Review of fundamental and practical rules of punctuation
and capitalization
The use of the dictionary, and the systematic study of
word usage with emphasis on confusing words
PREREQUISITES Secret clearance
Pretest
ENROLILMENT 5 to 15
DURATION Four weeks - 11 hours per day (25 hours)
LOCATION Headquarters
-
NOTE
Courses B-12, 13, 1k, 15, 16, 17, 18, and 19 comprise the ReEF=shcr-
Feahriiig-progran.
@Zéotda«4/ ﬂ%%fﬁxwu(£4/’fgi€ZZM4&¢n
-’
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TITLE

OBJECTIVES

PREREQUISITES

ENROLLMENT
DURATION

LOCATION

B-1k4
TITLE

OBJECTIVES

PREREQUISITES

ENRCLLMENT

DURATION

LOCATION

Shorthand Theory Review
Review of Gregg shorthand theo

Dictation speed of 60 words pe
material

Secret clearsnce

Basic knowledge of 3regg short
Pretest

5 to 20

Four weeks - 1%-hours per day

Headquarters

Introductory Shorthand Dictati
Review of Gregg shorthand theo
Dictation speed of 60 words pe
Secret clearance

Pretest or achievement of obje
(Dictation speed of 60 words p
material)

5 to 20

Four weeks - 1 hour per day (2

Headquarters
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TITLE Intermediate Shorthand Dictation
OBJECTIVES Review of Gregg shorthand theory

Dictation speed of 80 words per minute
PREREQUISITES Secret clearance

Pretest or achievement of objectives in breceding class
(Dictation speed of 60 words per minute)

ENROLLMENT 5 to 20
DURATION Four weeks - 13 hours per day (30 hours)
LOCATION Headquarters
B-16
TITLE Advanced Shorthand Dictation
OBJECTIVES Stenographic practice in Agency terminology

Dictation speed of 100 words per minute
PREREQUISITES Secret clearance

Pretest or achievement of objectives in preceding class
(Dictation speed of 80 words per minute)

ENROLLMENT 5 to 20
DURATION Four weeks - 13 hours per day (30 hours)
LOCATION Headquarters

Approved For Release 199976738/ C& ARBITAB5081862A000200060003-8
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TITLE

OBJECTIVE

PREREQUISITE
ENROLLMENT

DURATION

LOCATION

B-18
TITLE

OBJECTIVES

PREREQUISITES

ENROLLMENT
DURATTON

LOCATION

Non-clerical Basic Typing
Iatroduction to typing for none¢
find the machine a helpful, occs
aration of notes, memos, and &

Secret clearance

15 to 30

»lerical personnel who will
1gional tool in the prep-
rafts

Eight weeks - 45 minutes per dey (30 hours) - (Scheduling
of the course is sometimes on Agency time, sometimes on

student's time)

Headquarters

Typing Techniques Review

Feview of keyboard and basic techniques

Tevelopment of speed and accuracy

4O net words per minute on a ten-minute timed writing

cecret clearance
Easic knowledge of the keyboard
Pretest
& to 15
Four weeks - 1 hour per day (20

T'eadquarters

hours)
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TITLE Advenced Typing
OBJECTIVES Refine techniques

Increase speed and accuracy
PREREQUISITES Secret clearance

Pretest or achievement of objectives in preceding class
(40 net words per minute on & ten-minute timed writing)

ENROLLMENT 5 to 15
DURATION Four weeks - 1 hour per day (20 hours)
LOCATION Headquarters

Approved For Release 1999/08/8 & A ROB7S03362A000200060003-8
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TITLE Iastructional Techniques

OEJECTIVES
o7 Training

Tzaching methods and techniques |as practiced in the Office

Capabilities of Office of Training for instructional Sup~

port
PREREQUISITE Top Secret clesrance
ENROLLMENT 10 to 20
DURATION Ore week (40 hours)
LOCATION Headquarters

This course introduces students to the principles and methods of

teaching and learning, including the advantages

and uses of visual and

awral aids, Emphasis is placed on self-improvement and the instructional

technigques employsd in the Office of Training.

Students prepare lesson plans ard present 1

in subJects of th2ir own choosing. TDirected 4id
out strong points and defects of the presentatid
tion of training aids and this organization's cs
types of training aids, from posters and charts
tables and three-dimensional aids, are discussed

In cases where s sponsoring office requests
speclalized instruction, on-the-job tutorial tra
structors will be provided.

Approved For ﬁgfé*%gé‘%mf%‘% EYAl
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TITLE

OBJECTIVES

ENROLLMENT

DURATION

LOCATION

A OFFICTAL

Effective Writing

To study those principles of exact, clear, forceful,
expository writing which must be possessed as minimum
skills by any employee who writes or supervises writing
activities

To investigate and practice the most effective methods
of organizing and presenting material for specific
purposes

To sharpen, through study and practice, the capacity to
perform accurate, logical thinking, and to show the es-
sential relationship between good thinking and good
writing

20

20 hours - two l-hour sessions per week for ten weeks

Headquarters

The course is degigned for professional employees at all levels
throughout the Agency. It includes lectures, practical exercises and

critiques.

In addition to group discussions, the course provides as

much individual assistance on writing problems as time or circumstances

permit.

Approved For Release 199978/ / GHARIIFIAS09552A000200060003-8
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TITLE Management (Special)

OBJECTIVE Effective management at intermedi
levels

PREREQUISITES Top Secret clearance
GS-12 through GS 4

ENROLLMENT 12 to 18

DURATION 35 to 60 hours (Part-time or full

LOCATTION Headquarters, or as otherwise des

This is a special course, flexible as to co
signed to meet any needs of particular Agency co
agement training which cannot be met satisfactor

scheduled presentetions of the Basic Management

The course ie presented only as requested b
or components desiring the coverage aad is devel
Re

collaboration with the requesting component.
sufficient lead time for the preparation of the
desired.
Training, OTR, extension 2761,

Approved For RERSZEE/ 90 HUBITB LCINL
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- TITLE

(BJECTIVE

PREREQUISITE
ENROLIMENT
DURATION

LOCATION

Approved qu Release 1999/08/25:¢JARDIRTS-03362A000200060003-8

B-2k

Departmental Briefing

Orientation in national and departmental relationships
exigting throughout the American intelligence community,
emphasizing the responsibility of the Director of Central
Intelligence

Top Secret clearance

16 to 83

Three hours

Headquarters

This program is designed to familiarize personnel from the IAC
agencies with the organization and procedures pertinent to the system
of national intelligence production, operation, and coordination, and
its interconnecting links with policy.

Approved For Release 194875424 : BIACRLP 78 03362A000200060003-8
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TITLE Conference Leadership

(BJECTIVE To ldentify, explain, and apply the principles and
techniques of effective conference plamning, leadership,
and participation

FREREQUISITE Top Secret clearance

ENROLIMENT 12 to 16
DURATION Six weeks: two 2-hour sessions per week (24 hours)
LOCATION Headquarters

The course is designed primarily for officers in all components of
the Agency who are responsible for planning and leading various types
of group discusslons, but the role of an effective participant is also
emphasized. In the first two class sessions the instructor discusses
the ways and means of planning and conducting successful group confer-
ences, giving special attention to the solving of problems of control.
In the remaining sessions each student leads the group in a 40-minute
discussion of a topic of general interest. An intensive critique follows
each discussion.

Approved For ReleaSa R8540/ 38 T EARIPBY8-03362A000200060003-8
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TITLE Effective Speaking

OBJECTIVE -Principles of public speaking as related to the oral pres-~
entation of intelligence, including selection and use of
graphic aids

PREREQUISITES Top‘Secret clearance

Present or future assignment requiring proficiency in oral

briefing
ENROLIMENT 12 to 20
DURATION Six weeks: 2-hour sessions twice a week (24 hours)
LOCATION >Headquarters

Farly sessions in the course emphasize basic principles and funda-
mentals of public speaking, Students brepare and present short speeches
before the class, These are analyzed and constructive suggestions are
offered in class discussion. Tape recordings made of each presentation
agsist both instructor and student in further analysls., Later in the
course, students give longer speeches on topics related to their own
responsibilities. Class critiques emphasize fine points of delivery,
organization of content, proper use of graphic alds, and general effec-
tiveness.

Approved For Releass 1994/08/55 1R BPB¥8-03362A000200060003-8
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TITLE

(BJECTIVE

PREREQUISTIE
ENROLIMENT

DURATICN

LOCATION

Writing Workshow

Review the elements and apply the principles of clear,

concise writing
Top Secret clearance

10 to 12

Nine 3-hour sessions during a period of four weeks

(27 hours)

Headquarters

The course is conducted as a workshgp primarily for employees whose
assignments involve the written presentation of intelligence, but the
emphasis on fundamental principles of conposition makes it beneficial
for anyone who desires to improve generall writing skill. Assignments are
tailored to individual needs and experience. Special attention is given
to the development of simple, direct style, and to the solution of writing

problems such as structural organization

and diction. Instructors' criti-

cisms supplement class discussions and exercises designed to correct
common wrising faults.
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TITLE Reading Improvement

OBJECTIVES Improve Job efficiéncy by increasing reading ability
Develop a wide range of reading techniques
Adjust rate of reading to comprehension requirements
Improve perceptual habits

PREREQUISITE Secret clearance

ENROLIMENT 10 to 20
DURATION Six weeks: 1 hour per day (30 hours)
LOCATION Headquarters

Methods and techniques in developing the speed and level of comprehen-
sion, with emphasis on flexibility and comprehension requirements, are the
focal points of the course.

In developing a wide range of reading techniques and in defining com-
prehension requirements, the student is instructed through lectures and
discussions on the best techniques for scanning, extensive (informational),
and intensive (technical) reading. This is followed by student practice,
using diverse techniques in various reading situations. Practice includes
supervised exercises and reading of individual and group selections of varied
content at controlled rates. Good perceptual habits are developed by in-
creasing the span of recognition, establishing control over regressive eye
movement, and eliminating vocalization.

Approximately thirty percent of the course is devoted to lectures,
instructions, and practice exercises in the three types of reading. Forty
percent of the training provides practice with the Reading Rate Accelerator.
The remaining thirty percent of the course is divided equally between
tachistoscopic training and special films.

A retention program, designed to ascertain long-range benefits, is
conducted eight weeks and twelve months after the course.

Satisfactory completion of this'course'fulfils the prerequisite for
enrollment in  the Advanced Reading Improvement course.

Approved For Release 1558168/28 : CTARER7A703362A000200060003-8
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TITLE Reading Analysis Program

OBJECTIVES Analyze relativs proficien
skills to deteraine for in
(a) suitsbility of employe
relation to specific Job r
degree of benefit which co
Improvement course

PREREQUISITE Secret clearance

ENROLIMENT 5 to 10

DURATION 6 hours: one hour per day

LOCATION Headquarters

This program serves as a preliminary
Improvement, course, The analysis of the
in scamning, informational and study read
his reading skills are adapted to his Job
cates the ereas in which he coild improve

A halif'-hour conference with each emp
and weaknesses in reading, and provides a

Upon request, the program is schedul
component vith specialized Job reading re
tion with the office concerned, a program
reading performance can be analyzed on th
tasks and naterials.
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SECRET/C

MANAGEMENT (EXTERNAL)

Introduction

1. American businessmen have gone to the universities for help in
studying the problems inherent in the growth of huge corporations., The
responsibilities undertaken by both business and Government executives in
our generation far exceed the expectations of fifty years ago. One re-
sult has been the inauguration of intensive training courses and seminars
for men in senior executive positions, which are now conducted on nearly
a dozen university campuses. The objective of these courses is to make
the corporation executive a better man for hils job and to prepare him
for the assumption of still greater responsibility. Courses range in
duration from six to twelve weeks and are held variously from once to
four times a year.

2. Because the management problems of big Government are similar
to those of big business, many officers of the Federal Government have
attended these sessions in recent years, both as students and teachers,
The Office of Training considers some of these courses to be effective
in preparing qualified Agency employees for future advancement, The
oldest, longest, and most intensive of these programs is the one con-
ducted twice yearly at the Harvard Graduate School of Business Adminis-
tration, where one Agency representative has been accepted for each of
the last seven courses. The Agency has also sent men to the similar
program conducted by the American Management Association in New York.

3. A brief description of the announced objectives of the principal
advanced management courses follows, with a statement of the prerequisites
for enrollment. Copies of the announcements of the current sessions of
these courses may be consulted at the Language and External Training
School, as well as others not included here.

Approved For Release 1999/08FZ5RECIALR B 781653692000200060003-8
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CIALS ONLY

TITLE AVA Management Course

(American Management Association)

OBJECTIVE
tive in perforuing his present {
ai1d prepares him as well for higd

PFEREQUISITES No educational prerequisites

$5-13 to 18 -~ middle and upper
t:ve responsibility

Substantial management and execy

ENROLLMENT Unlimited
DURATION Five weeks*
LOCATION Hctel Sheraton-Astor

(Vew York City, New York)

"The AMA Maragement Course is based on the
is an activity ir itself, having an accepted bo
its actions and vtilizing common skills and too
its functions. The course provides a unified f
petent performance at any management level, in
in any branch of business. It helps the partic

"The Management Course gubject matter assists the execu-

asks more successfully,
her responsibility."

level positions of =xecu-

tive experience

concept that management
iy of principles to guide
ls in the performance of
cundation for more com-
1y type of activity, and
ipating executive do a

better job in his present position and alsc Prepares him to assume still

wider respongibilities.”

*¥The course -onsists of five units, each t
The course subjec’ matter is covered in the fir

aking one week to complete,
gt four units, and the

fifth unit is a cllinic for the study and lmprovement of on-the-job appli-

cations which the course registrants have intro
All units must be taken in numerical sequence;
attended either in consecutive weeks or with in
reriod of 12 months,

(Source: Course Schedule)
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TITLE Advanced Management Program
(Rarvard University)

OBJECTIVE "A primary objective of the program is to make the man
who participates in it a better man in his job... Another...
igs the development of men for advancement into positions
of wider responsibility.”

PREREQUISITES No educational prerequisites

as-15 to 18, with position equivalent to Division Chief
or higher, and supervising, organizing and management
planning responsibilities

Demonstrated qualities of ability, adaptability and
leadership

ENROLLMENT Competitive, in total of 150. (One Agency representative
usually can be admitted to each session.

DURATION mwelve weeks - 2 sessions (February - May) and (September -
Decewber)

TOCATION Harvard Graduate School of Business Administration

(Boston, Mass.)

"The Program is an intenslve course of study for mature, experienced
executives, It is intended for men who have been sent by their own organi-
zations and are considered by top management to be capable of assuming
greater administrative responsibility in the future with those organiza-
tions. Utilizing case studies of actual business gituations, the Program
provides the framework of both education and social activity whereby busi-
nessmen can grow."

The classes consist of about 150 men from industry, commerce, govern=
ment, and the Armed Services. The average age of wmembers is 43 and the
average business experience is 15-20 years. Classes are conducted six
days a week with wide use of special research studies and case histories
of actual business situations. The formal study program cCOVeErs:

(1) Business Policy, (2) Administrative Practices, (3) Business and the
American Society, (4) Cost and Financial Administration, (5) Marketing
Menagement and (6) Problems in Business Relations.,

(Source: Progrem Announcement)
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TITLE Advanced Management Seminar
(University of Washington)

OBJECTIVE "The primary burposes of the Seminar are to prepare the
exXecutive for greater respgnsibility and to enable him
to function wore effectively in his Present Jjob,"

PREREQUISITIIS No educational Prerequisgite

7]

Position of important execytive capacity

Possessed of inherent ability to advance

ENROLLMENT Competitive, in “otal of Lo
DURATION Six weeks (June - July)
LOCATION University of Washingtcon

(Seattle, Washington)

"The Advanced Management Seminar is designed for men already carry-

ing major executive responsibility, The brogram has been built around
the following objectives:

"To develop a top management point of view, a capacity for analyzing
policy problems from a broad company-wide, irather than a narrow depart-
mental, viewpoint.,

"To develop an understanding and appreciation of the company-wice
interrelatiorships among all departments anf functions of the business,

"To provide training in administrative Practices and procedures and
to develop ability to deal effectively with|other people,

"To develop habits of orderly thinking|and of effective reporting
of conclusions both orally and in writing,

"To develop a better understanding of gome of the social and eco-
nomic forces vhich influence the policy decisions of administrators,."

(Source: Seminar Announcement )
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TITLE Executive Development Program
(stanford University)

OBJECTIVE "To develop a top management perspective, an aptitude for
considering problems from the viewpoint of the company as
a whole; an acquaintance with and appreciation of other
departmental functions; increased competence in the indi-
vidual's own field of specialization; added proficilency
in the use of basic management techniques.”

PREREQUISITES No rigid qualifications but nominating firms are expected
to send men serving in important executive capacities who
are adjudged worthy of further advancement

35«50 years of age

ENROLLMENT Competitive, in total of 50
DURATION Nine weeks (June - August)
LOCATION Stanford University

Stanford, California

"The Stanford Executive Development Program 1s designed to afford
certain values which individual company plans ordinarily cannot offer.,
First, the program provides an integrated coverage of the lmportant
fields of management. Second, the course is conducted in an atmosphere
conducive to concentrated application, removed from the customary in-
terruptions arising in an office or plant. Third, opportunity is pre-
sented for interchange of ideas with a group of selected executives from
various parts of the country, from a variety of business enterprises,
and from different operating backgrounds or fields of functional interest."”

The Executive Development Program is intended as a supplement to
company plans and not as a substitute for the necessary in-company train-

ing "on the job for the job."

(Source: Program Announcement)
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ess Administration

study for executives who are
inistrative jobs in organiza-
Lence in their policy makers.,"

S

bgress within an organization,
I
te responsibility, sctive

ons, intellectual curiosity

interest in developing capacity to achieve success through

TITLE Executive Program in Busin
(Columbia University)
OBJECTIVE "A concentrated course of
being prepared Tor top adm
tions demanding high compe
PREREQUISITES ©No educational prerequisit
Demonstrated ability to pr
adaptability to new situat
beyond confines of immedia]
working with people
ENROLLMENT Competitive, in total of Ul
DURATION Six weeks - 2 sessions (Jur
LOCATION Columbia University (New Yd

Sessions are held at Arden

The Program meets the demand by orgar
gram that will provide their executives wi

l. to acquire the tools, techniques,
administrative problems in their technical

2. to analyze policy problems from a
from a departmental point of view

3. to develop a better understanding
economic-political-social environment on h
on the men vho meke policy decisions.

(Source: Program Announcement)
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TITLE Menagement Problems for Executlves
(University of Pittsburgh)

OBJECTIVE "There is definite and immediate need for executive train-
ing, both to make present executives more effective and to
develop adequate talent for top positions of the future.”

PREREQUISITES No educational prerequisites

Demonstrated qualities of ability, adaptability and lead-

ership
ENROLLMENT Competitive, in total of T2
DURATION Eight weeks - 2 sessions (March - May) and (October - December)
LOCATION University of Pittsburgh

School of Business Administration

"The primary purpose 1s to make the participant a better man in his
present job and to develop his abilities for advancement into positions
of greater responsibility. In achieving this purpose the course is
directed to the following objectives:

1. to develop the ability of the participant to think and act like
an able executive

2. to broaden the vision of the participant beyond the departmental
areas in which he is working and interest him in all of the aspects of
industrial management that are essential to successful business operations.”

(source: Course Announcement)

SECRET/CIA OFFICIALS ONLY
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TITLE First Aild
OBJECTIVE Bagic first aid for emergency purposes
PREREQUISITE Secret clearance
ENROLLMENT 10 to 20
DURATION 12 hours (Three 2-hour periods per week)
LOCATION Headquarters

This is a 12-hour course, solely for the layman, which provides
instruction in the care and handling of sick and injured before profes-
sional medical attention can be obtained. It does not take the place
of professional medical or surgical attention, but'instructs the indi-
vidual in measures to be taken to alleviate rain, prevent further injury,

save life, and preserve resistance and vitality.

It prepares the individual to meet with everyday emergencies and
those which may be encountered in any disaster situation.

' 25X1A
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